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WHAT IS ACCESS?

Access is a database that helps you 
organize large amounts of 
information into individual records. 
It also allows you to look up specific 
information to see which records do 
or do not apply. You are also able to 
relate different records together, 
create charts, forms, and reports. 
You are able to edit, add or delete 
records as needed in order to keep 
information accurate and current.



KEY TERMS

• Database - a collection of records. 
The database includes tables, 
queries, charts, macros, reports, and 
forms. Databases are extremely 
organized to be able to provide 
answers quick to businesses.

• Table - related records and data, 
most often people, which would 
include their names and specific 
contact information. Tables are kept 
in the columns and rows format.

• Field - the single cell that contains 
information

• Column - vertical row in a table 
which tells the name of the data in 
that column, as well as the data type 
(image, text)

• Record - the horizontal row in a 
table. It is the information that fills 
out the fields and what the table is 
about. 
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 A database keeps track of information that is related to each other. This 
makes it easy to find specific information, or to see which ones are related to 
each other. You can put almost any type of information into a database, which 
is why businesses use them. Having databases online is much more faster and 
practical than having all the information on multiple papers that have to be 
kept sorted and in folders to be able to find the right information. 
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 Databases keep the information 
in separate tables depending on what 
the table is about. Then, you are able 
to relate tables to be able to find 
information that links both of them 
together.

	

 Access can be used by you to 
help keep records of your personal 
information, or by businesses to keep 
track of customers, inventory, and 
products. In one table, you can have 
up to 255 fields. However, if you are 
using it a SQL server, it allows for 
many more fields. This is mainly 
used by very large companies, as 
most will only use an average of 
20-30 fields per table. 
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Creating a Database

A quick introduction to Microsoft Access

Click Me!
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TABLES

Tables hold records that are related 
to each other. For example, you 
could have an employee table, an 
inventory table, and a customer 
table. This way the different types 
of information are kept organized 
and not all jumbled together. Tables 
are organized with columns and 
rows. The columns contain the 
headings, and the rows contain the 
information you are supplied with.



KEY TERMS

• Record - The row of 
information in a table that 
belongs to one individual or 
company. There may be any 
number of records in a table. 
ex. contact information, 
employee number, commission 
info. etc.

• ID - The individual record’s 
unique identifier

• Objects - What you can create 
in Access; table, form, query, 
macro, report, and module.

• View - Layout, Design, and 
Datasheet views are available 
to input information. There is 
also Print Preview and 
Backstage view.
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 To create a new table, you first need to know what types of information you 
will be inputting so that you can create accurate headings. Next you will need to 
name them. The names of the headings need to be short and to the point so that you 
can see it when entering the information for the records. If you need to clarify 
something for the heading, you can add a description that pops up when you move 
your mouse over the heading. 
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 After creating your new document, you want to make 
your first table by going to Design View. By following the 
steps below, you will enter the headings of your table and the 

data type of each heading. If you are not sure what data type 
should be used, Text is a good option. Once you have 
entered all the headings, the data types and any descriptions, 
you can now go back to Datasheet view and enter the 
information for your records.
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Begin by starting a new, blank document.

Gallery 2.1 Creating Fields and Entering Information 
into a New Table

Fields

General

Data Types

Interactive 2.1 
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Common Titles for Headings:

• Title

• First Name

• Last Name

• Middle Initial

• Home Phone

• Cellphone

• Work Phone

• Extension

• Fax

• Email

• Address

• City

• Province

• Postal Code

• Course

• Grade

• Teacher

• Student #

• Job Title

• Birthday

• Gender

• Employee #

• Stock #

• Shipping Date

• Order Date

• Taxes

• Cost

• Total

• Discount

• Image

• Emergency Contact

• Sport

• Team Name

• Player #

• Goals

• Position

• Assists

Examples of Tables
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FILTERS AND 
SORTING

Applying filters and being able to 
sort the data in a file is extremely 
helpful. Filters allow you to search 
out specific criteria, either in a 
single table, or in multiple tables if 
they are linked (relationships will 
be explained later on. Sorting the 
data is also very useful in 
organizing the data, such as in 
alphabetical or numerical order.



KEY TERMS

• Filter - rearranges the data in the table 
into a form to find specific information 
in specific records.

• Sort - rearranges the data in the table 
in a specific order so that it is easier to 
view the information.
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 Applying filters are a great and quick way to find out 
an answer to a  specific question that you have or need to 
find out. The options for filters are by text, numbers, or 
date. You can search for the records that only have 
addresses in Winnipeg, or you search for all records 
except those in Winnipeg. You are also able to filter for 
multiple information at the same time. You could search 
for records of customers that live in Winnipeg, and who 
also have a pet if you are a real estate agent sending out 
an email about house that are available for purchase.

	

 When sorting, any heading can be sorted. You are 
also able to sort multiple or all headings in specific order, 
such as first alphabetical by last name, then first name, 
then by job position, and then address. You just need to 
remember that the last sort you apply will rearrange the 
other sorts you have done. Everything else will remain in 
the order that you entered it, so sorting is quite effective 
in keeping the data organized. Access is also very 
effective with sorting, as it keeps all the information of 
each record together, rather than other programs that just 
sort that column of information, which would mix up all 
the data.
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 When sorting, you can either go to 
the arrow beside each headings’ name, 
where you will have the options to sort 
A-Z, Z-A, or you can go to the Home 
tab and use the Apply Sorts and Filters 
button, where you also go to apply 
filters. This button also includes the 
option to clear all filters to reset your 
table back to your original for when you 
have finished finding out the information 
you needed. Another preset filter for 
records is by date.
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Review Chapters 1-3

Check Answer

Question 1 of 4
What is the purpose of a database?

A. To organize information

B. To keep track of customers

C. To input records

D. All of the above

Rows will stay together as one 
record when you sort columns, 
otherwise your data would get 
jumbled up

Gallery 3.1 


